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Employee Self-Service Training 
Viewing Training Summary 
 

 

Overview:  

  

Understanding OMNI Employee Self-Service Training Summary  

  
To maximize convenience and accessibility of training for our employees, The Office of Training 

& Organizational Development offers learning opportunities in classroom, online, and orientation 

formats. Supervisory approval is required if employees attend a class during their regular work 

hours, which is then considered time worked. Classes are free of charge to all FSU employees.  

  

This process will allow you to view your training class enrollment and attendance record.  

  

Procedure 

 

Scenario: 
In this topic, you will learn the steps to view your training enrollment and transcript information. 
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Step Action 

1.   Click the Human Resources 9.0 link. 

 

2.   Click the Self Service link. 

 
 

  

  

 

Step Action 

3.   Click the Learning and Development link. 

 

4.   Click the Training Summary link. 
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Step Action 

5.   The Status Date is the date you enrolled in the course, not the date of the course.   

 

NOTE: To cancel enrollment in a session, contact The Office of Training & 

Organizational Development at 644-8724. 

6.   Select the desired Course Name link. 
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Step Action 

7.   Review Course Detail as needed.  

 

Click the OK button to return to the Training Summary page. 

 
 

  

  

 

Step Action 

8.   Congratulations! 
You have completed the topic. 

 

End of Procedure. 

 


